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1. Getting Started  
The WYSIWYG editor is a tool within Pacific that allows you to create the body 
content for nearly any content type on your website. If you have worked in 
Microsoft Word, then you are probably  familiar with many of the WYSIWYG 
toolbar functions. This guide gives a brief overview of some of the useful tools 
and functions in the WYSIWYG toolbar. Watch the entire  Using the WYSIWYG 
Editor training video to supplement this user guide. Access our full resource 
guide library on the Self-Study Training Curriculum page on Going Pacific.  
 

1.1.  CONTENT TYPES THAT USE THE WYSIWYG 
Almost all content types utilize  the WYSIWYG:  

¶ Blocks 

¶ Blog Entries  

¶ Events 

¶ News 

¶ Pages 

¶ Slider Images 

¶ Text Areas 

¶ Webforms 

1.2.  BEFORE YOU ADD CONTENT 
Before adding content in the WYSIWYG editor, you might consider enabling two 
features: Maximize and Spell Check:  

 
 

¶ Maximize allows you to view the WYSIWYG Editor in full screen mode . 
Click this button again to exit full screen mode.  

¶ Spell Check looks for spelling errors in the WYSIWYG:  
o Enable SCAYT (òSpell Check As You Typeó) checks for spelling as 

you are typing .  
o Check Spelling will only conduct one spell check.   

 
Both features will need to be turned on each time you exit and re-enter the 
edit screen . These functions in the WYSIWYG are optional.   

1.3.  AN IMPORTANT NOTE ON COPYING & PASTING 
When copying and pasting text from another source ( like Word or another 
webpage), you must make sure to paste the text as PLAIN TEXT. Completing a 
normal copy and paste function will result in inconsistencies in font size and 
type,  and formatting errors will ap pear on your page. (Please note that pasting 

http://www.youtube.com/watch?v=xR87wL7pPwM&feature=youtu.be
http://www.youtube.com/watch?v=xR87wL7pPwM&feature=youtu.be
https://www.colorado.gov/goingpacific/pacific-training
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as plain text will remove links . Read section 1.4  to learn about maintaining 
links when removing formatting) .  
 
After copying text , paste it as plain text using the following  methods:  
 

¶ Use the Paste as Plain Text  button in the WYSIWYG: 

 
¶ Use the keyboard shortcut: crtl+shift+v .  

¶ Paste your text into a text editor first (like N otepad). Copy your content 
from the text editor and do a regular paste function into the WYSIWYG.  

 
× Please note: Do not use the Paste from Word button. It is not currently a 

functional feature.  
 

1.4.  REMOVE FORMATTING WHILE KEEPING YOUR LINKS 
Alternatively, you can use the Remove Formatting button in the WYSIWYG to 
strip formatting from your copied and pasted text . An added benefit to this 
method is any links pasted into the WYSIWYG editor will remain intact . To 
utilize this feature:  
 

1. After you have pasted your text into the WYSIWYG editor, highlight the 
text that needs the formatting removed.  

2. Next, select the Remove Formatting button in the WY SWIYG. Your text 
will be stripped of formatting, but your links should remain intact.  
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2. Images  
The WYSIWYG Toolbar includes a button for embedding images . Please note 
that embedding images using the WYSIWYG toolbar limits you to 16mb of 
storage space, and only one user can access those image files. If multiple users 
need access to the same pictures, or if you have a large number of pictures 
that you need to upload on your site, skip to section 2.2 . 

2.1.  HOW TO EMBED IMAGES USING THE WYSIWYG 
1. Save the image you would like to embed to your computer.  
2. Place your cursor in the WYSIWYG where you want your picture to 

appear.  
3. Click the Image button in the WYSIWYG toolbar :  

 
4. In the new  Image Properties window, select Browse Server.   
5. If you previously uploaded the image you wish to add, skip to step 9 . If 

you have not uploaded the image yet, c lick the Upload button on the top 
left po rtion of the file server window (as seen below):  

 
6. Select Choose File in the new window.  
7. Choose the ima ge file that is saved on your computer. Click  Open.  
8. Click Upload:  
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× Images you uploaded here will remain on your image server, so 
you can reuse them again.  

9. The file will now appear in òFile Nameó column of your image server. 
Select the image file you wa nt to embed, then click Insert File  in the 
menu at the top of the window:   

 
10. The Image Properties window will re -open with a preview of your image. 

In the Alternative Text  field, write a brief description  of the image.  

¶ To remain compliant with current online accessibility standards, 
this field will need to be filled out.  Read more about online 
accessibility in our 508 Compliance Best Practice Guide on Going 
Pacific. 

11. If necessary, you can edit your image from the Image Properties window 
(see next page for example image ):  

a) You can adjust the image size, alignment, border, and  border 
spacing within the Image Info tab. Fill out the desired fields for 
your edits here.   

b) To add a link to this image, click on the Link tab at the top. Copy 
and paste the desired URL into the URL field. You will need to 
paste the full  URL. 

https://drive.google.com/open?id=0BzjIzmYGMdpiY2pqTmV4ekdfQWM
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× If you ever need  to navigate back to this  window to re -adjust your 

image, right click  the image  and select Image Properties.   
12. After you add your alternative text and make your corrections to your 

image, click OK.   
13. When you are finished editing, click Save or Publish.   

2.2.  USING SCALD FOR FILE SHARING OR EMBEDDING IMAGES 
If you need to embed a large number of images, or if you need multiple users 
to access the same image files , embed the pictures  using the Scald File Drawer:  
 

¶ You can read our Tips for Using Scald guide to learn h ow to edit Image 
Atoms (image files in Scald) . There are links to videos and written 
instructions on how to embed images using Scald in this guide .  

¶ Once you remove the image from the Image Atom, you can edit it using 
the same method in step 10  ð 13 of section 2.1 .  To get to the Image 
Properties menu, right click the image and select Image Properties  

https://drive.google.com/open?id=0B5RRfcb8KXAsLWZ5X1JQb1FjV1k
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3. Links & Anchors 
Links are an important part of any website that allow your visitors to move 
between different pages and even different websites.  Read about how to 
create custom links and anchors below.  

3.1.  CUSTOM LINKS 
Instead of copying and pasting an entire URL on your webpage, you can create 
a custom link.  Custom links are a word or phrase that  will direct a user to a 
different page or website  when clicked . You can use the WYSIWYG toolbar to 
create a custom link by following these steps:  
 

1. Copy the entire  URL you want to create a custom link for .  
a) If you are linking to another Pacific page, it is highly advised that 

you create a relative path link. Read our Creating Relative Path 
Links in Pacific guide to learn more.  

2. Navigate to the edit page for the content type where you want to place 
the custom link.  

3. In the WYSIWYG, type the desired text where you will place your link.   
4. Highlight the text you want to make the clickable part of the link  (as 

seen below): 

 
5. Click the Link button in the WYSIWYG toolbar.  

 
6. A new window will pop up . The Link Type field should automatically be 
selected as òURLó.  

7. In the URL field, paste the desired URL for the custom link  (as seen 
below).  
× You may also select how the new link opens.  To better comply 

with accessibility  standards, the link defaults to opening in the 
same tab/window you are currently using. You may customize  the 
link to open in a new tab  or new window, h owever, it is not 
advised to change this setting.  

https://drive.google.com/open?id=0B5RRfcb8KXAsNTdmVV9pZ216cTA
https://drive.google.com/open?id=0B5RRfcb8KXAsNTdmVV9pZ216cTA
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8. When you are finished editing your custom link, click OK.  
9. The text that you highlighted in step 4  will now be blue and underlined, 

indicating that when users click on this word or phrase, they will be 
redirected to the URL you linked it with.  

 
 

3.2.  EMAIL LINKS  
Custom email links can also be added through the WYSIWYG. Note that email 
addresses within th e WYSIWYG will automatically link; you only need to 
complete this process if you are turning a word or phrase into an email link.   

1. Type the text for the custom email link, highlight it, and click the Link 
button in the WYSIWYG (as seen in section 3.1  steps 3-5).   

2. In the newly opened window, click the Link Type dropdown menu and 
select Email:  
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3. Type the desired email address in the Email Address field. A default 

subject and message can be added, but these fields are optional.  

 
4. Click OK.  
5. The text you high lighted in step 1  will now be blue and underlined, 

indicating that when users click on this word or phrase, they will be 
prompted to send an email to the email address you specified.  
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3.3.  ANCHOR LINKS  
Websites with very large pages (such as a table of contents or staff contact info 
pages) utilize anchor links to quickly move a user  to a specified area within the 
same webpage to specific content . Wikipedia is a well -known example of a 
website that uses lots of anchor links. If you need to accomplish this  
functionality on your webpage, follow the instructions below:  
 

1. In the WYSIWYG, place your curser next to the content on  the page 
where you would like your users to be taken to.   

2. Click the Anchor button in the WYSIWYG toolbar.  

 
3. In the new pop -up window, create a name for your new anchor link , so 

you can identify it later. Then click OK:  

 
4. You will  see a small red flag icon appear where you placed your cursor in 

step 1 .  This is where your anchor link will scroll to.  

 
5. Scroll to the word or phrase  that will link users to the anchor and 

highlight  that word or phrase (as seen below):  



Colorado Interactive  Pacific Platform  
 Using the WYSIWYG Editor 
 

  Page 12 of 20 

 
6. Click the Link button in the WYSIWYG toolbar (as in section 3.1  step 5 ).   
7. In the Link Type drop down menu, select Link to anchor in the text . 

Then, in the By Anchor Name drop down menu, select the name of  your 
anchor you made in step 3 :   

 
8. Click OK.  

 
The word or phrase you highlighted in step 5  will now appear blue and 
underlined. When users click this link, it will bring them to the anchor you set 
in step 4 .   
 

3.4.  EDITING & REMOVING LINKS 
You can edit or remove any links you have created on your webpage:  
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¶ Editing Links : To edit a link,  navigate to the edit page where the link is, 
right click  the link with your mouse and select Edit Link .  Make your 
changes, then cli ck OK:  

 
¶ Removing Links : There are two ways to remove a link :  

1. Method 1: Highlight  your link, then click  the Unlink  button in the 
WYSIWYG toolbar: 

 
2. Method 2: Highlight  your link, then  right click  the link and select 

Unlink :  

 
 



Colorado Interactive  Pacific Platform  
 Using the WYSIWYG Editor 
 

  Page 14 of 20 

4. Iframes  
Ifr ames allow you to directly display content from another website. They are a 
powerful and commonly us ed feature  to create more modern and functional 
webpages. In most cases, iframes are displayed by copying an embed code from 
an external website and pasting it into the source view of your page in Pacific. 
This is the method for  iframing  YouTube videos, Google Calendars, Facebook 
news feeds, Twitter widgets , and many other  types of content . Learn more 
about embedding iframes in the Adding Iframes to Pacific guide . 
 
The WYISWYG toolbar also enables you to display iframes on your webpages. 
While using this method does not work for the websites listed a bove, it will 
work for many other  websites as long as the content  is sourced from a secure 
webpage (https://  is included in the URL).  
 
Follow these instructions to iframe content using the Iframe WYSIWYG button:  
 

1. Copy the full  URL for the website you want to iframe.  
2. Navigate to the edit screen of your Pacific page.  
3. Click the Iframe  button in the WYSIWYG toolbar.  

 
4. Paste the URL you copied in step 1  into the URL field .  
5. Set the dimensions for the iframe in the width and height fields . 

a.  Set the width to a percentage of the content area to make the 
iframe responsive (e.g. 80%). 

6. Enable scrollbars by checking the Enable scrollbars  checkbox.  
7. To comply with current  federal  online accessibility standards, add a 

short description of the iframe in the Name and Advisory Title fields. 
The same description can go in both fields . (Read more about 
accessibility in our 508 Compliance guide).  

 

https://drive.google.com/open?id=0B5RRfcb8KXAsV3cycjRuYWUwajg
https://drive.google.com/open?id=0BzjIzmYGMdpiY2pqTmV4ekdfQWM
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8. Click OK. The iframe wi ll appear as a plain white box in the editor.  
9. When you are finished making changes, click Save or Publish.  

 
Your iframe should now display on your page:  

 
 
 
 
 
 



Colorado Interactive  Pacific Platform  
 Using the WYSIWYG Editor 
 

  Page 16 of 20 

5. Collapsible Text Boxes  
Collapsible text boxes allow you to condense content into organized boxes that 
open and close. This can be useful for creatin g organized lists like  meeting 
minutes or FAQs.  

5.1.  HOW TO EMBED COLLAPSIBLE TEXT BOXES 
 

1. Place your cursor in the WYSIWYG editor where you would like your 
collapsible text box to go . 

2. Click the Insert Collapsible Text  button in the WYSIWYG toolbar:  

 
3. Fill out the Collapsible Text Title and Content fields : 

 
× Please note: You will be able to edit this information from the 

WYSIWYG after you exit this dialogue box. Bullet  points, images, 
links, and other types of content  can be added inside the 
collapsible text box later. For now, fill in the title  and put place -
holder text in the Collapsible Text Content  field.  

  
2. Click OK 
3. Your text box will appear with these beginning and ending tags in the 

WYSIWYG: [collapsed title=" your box title"] Collapsible-text -content -
goes-here[/collapsed]  

a) As long as the content you want in your collapsible box is 
sandwiched between the [collapsed title="box title"]  and 
[/collapsed]  tags, your content will display within the collapsible 
box. There are several ways you can accomplish this:  
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b) You can stack multiple collapsible text boxes on top of each other 

by making sure there are no spaces between the collapsible box 
codes (as seen below):  

 
2. When you are finished editing your content, click Save or Publish. You 

will now be able to view your collapsible text boxes from the page:  

3.  
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6. Other Features 
Here are some other features within the WYSIWYG that you might find helpful 
when editing your content:  

6.1.  GRID 
The Grid button in the WYSIWYG allows you to create basic tables to display 
your information. You can customize the number of rows and columns, border 
size, and other basic features:   

 
 
Please note that the WYSIWYG editor does not support Excel exported files. 
Also, copying and pasting a table from other word processor programs like 
Microsoft Word will result in formatting issues. If you would like to edi t your 
table after creating them, right click  with your mouse and select  Table 
Properties :    

 
 
You can further edit individual cells by highlighting the cells you want to edit, 
right clicking with your mouse, and selecting Cell > Cell Properties . From here, 
you can change the cellsõ background and border colors,  change the horizontal 
and vertical alignment of cell text,  set text wrapping settings , and more :  

 
  


